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System Design and Documentation

Module B: Strategic Skills


Business Development Process: 1B-04
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System Action Plan Template

Title/Code:   
  Defrost & Clean Fridge  Number: F-5-3-1-3-8
Date:  3/25/2011 
	Result Statement

	Describe exactly the result this system must produce:

Prevent food contamination & ice overload


	Accountable Positions

	Position with overall accountability:    Housekeeping Manager


	Participating positions:           

                                       Housekeeping Personnel




	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.

see attached
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System Action Plan Template

Title/Code: 



	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Turn fridge OFF.
	Housekeeping Person
	Early morning

	2.
	Wait until ice is melted.
	Housekeeping Person
	4 to 6 Hours

	3.
	Take out food; dispose of expired food.
	Housekeeping Person
	5 min. after step #2

	4.
	Take out water tray & clean w/ disinfectant.
	Housekeeping Person
	2 min. after step #3

	5.
	Spray disinfectant inside fridge & wipe it out.
	Housekeeping Person
	5 min. after step #4

	6.
	Replace water tray & food.
	Housekeeping Person
	5 min. after step #5

	7.
	Turn fridge ON.
	Housekeeping Person
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12. 
	
	
	


System Action Plan Template

Title/Code: 

	Resource Requirements

	Staffing
	Housekeeper

	Space and Facilities
	Fridge

	Equipment
	Rags

	Supplies
	Disinfectant & gloves

	Information
	Record

	
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

· Fridge will smell good & operate properly. Fridge will look orderly & clean.


System Action Plan Template

Title/Code: 

	System Standards

	1. The highest standards of ethics will be used at all times.  Honesty & integrity will be employed at all times.

	2. Employee dress code will be followed.

	3.      Give priority to those w/ medications inside.

	4.      Record that refrigerator is cleaned by apt. # to ensure all are re-started.

	5.      

	6.      

	7.      

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed

1. 	Turn fridge OFF.





2. Wait 4 to 6 Hours





3. Take food & water tray out





4. Clean tray & inside fridge





5. Replace tray & food inside





6. Turn fridge ON.
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